This is a game of solitaire, 
Play it alone and play it fair. 


The following pages contain a game of 
solitaire. After you have played it 
you will know the kinds of auestions 


that go through your supervisor's mind 


when he rates you on your efficiency. 
Your final efficiency rating is con- 
puted from marks on the various ele- 
ments of the efficiency rating form 
which apply to your job. 


A besic principle to be followed by 
all raters and reviewers is: If an 
element is not required in the 
position it should not be marked. 
This is also a basic principle in our 
game of solitaire. 


fhe elements on the efficiency rating 
form are the cards in the pack you 
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will use in this game. Some of them 
apply to your position and some do 
not. Be careful to select only the 
elements you consider of major 
importance in your position. After 
each question, under the elements 
selected by you, check the column, 
Always, Usually, Often, Sometimes or 
Rarely, which most nearly describes 
your performance on the job in 
relation to the element. 


Turn the page, pley the game straight 
through, then determine your adjective 
scoring by the rules at the end of the 
geme. The adjective scoring and your 
scoring on the individual auestions 
are your own evaluation, so be honest 
with yourself. 


Use the following key in determining the column 
in which your performance fits: 


Always 
Usually 


| Often 
| >——————————- Sometimes 


A U OS R«—— Rarely 
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Maintenance of equipment, tools, instruments, 
(Answer if you use machinery, appliences, tools.) 


1. Do I keep my equipment in good 
working order? 

2. Do I handle and store my equipment 
carefully? 

3. Do I notify the person in charge 
when repairs are needed? 

4, Do I protect my equipment against 
breakage and loss? 


Equipment should have thoughtful care; 
A U O S R It gets a lot of wear and teer. 
So don't de lazy and destructive, 


Have an attitude that is constructire. 


Mechanical skill. 
6 eal, (Answer if you are working in a mechanical trade- 


electrician, plumber, mechanic, etc.) 


1. Do I use the tools of my trade A UO S R 
with skill? 

2. Do I know the "tricks of my I. 
trade?! 2 

3. Do I know how to tackle each 
job? 3. 

4, AmI satisfied with the job 4 


I've done? 


Skill in the application of techniques 
and procedures, 
| (Answer if you are responsible for 
following prescribed methods--as 
at in statistical clerk, bookkeeper, 
'o give you the chance to gat in 


the lead. etc.) A U O S R 


How much you know is not the test, 
The way you do it can make you best. 


1. Do I do things in the proper order? 

2. Do I do things as I am told to 2. 
do them? 

3. Do I know which method to use in 
different cases? 

4, Do I understand the recommended 
methods? 


- 


'* 3, Is my work legible? 


Presentability of work. 


(Answer if you are responsible for appearance and 
arrangement in preparation of letters, tables, etc.) 
1. Is my work neat and orderly? AUVOSR 
2, Do I arrange my work logically in 
relation to the use that is to be 
made of it? 


4, Does my work have a balanced 
appearance? 
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Attention to broad phases of assignments, 
(Anewer if you are responsible for consideration 


of matters beyond the scope of the immediate 
assignment--determining courses of action, etc.) 


The job is done, 20 now let's see 

1. Do I understand the objectives of fev well $8 laoke Yo 7m alo 

my work and its relation to the AUOsS R Felistereet op eto Uae a ae 

program of which it is a part? 

2, Do I understand the effect of my 
own work on the other activities 
of the agency? 

3, Do I avoid or work out inconsis- 
tencies or conflicts? 

4. Do I know when and how to restrict 

or expand an assignment so that 

it will be best adapted to its final use? 


TNT 
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Attention to pertinent detail, . 


(Answer if your work involves meny 
details to be remembered.) AUOSR 


1. Do I notice and take care of I, 
small details? 

2. Do I understand the fine points 
of the procedures I handle? 

3. Do I watch for and catch errors? 

4. Do I avoid waste of time and 
materials? 
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Accuracy of operations, 


(Answer if your work concerns 
only part of a larger operation AmUmOnoa 
but you are responsible for the 

If you pay attention to all the fine points accuracy of your part of it.) 


Don't worry, you can work in lote of good joints. 
eeede 


reatheen ral itateacr and aiceghtly post1l set? 1. Is my work exact and precise? 
2. Do I protect my work against 
damage or loss due to inaccuracy] 
3. Is my work accurate? 
4. Do I assume the responsibility 
for the exactness of my part of 
the job? 
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y of final ult 
(anaver if you are responsible for the accuracy 


and effectiveness of a job you carry through 
from beginning to end.) 


1. Do I know the purpose for which AUOS R 
my work will be used? 
2. Does the work I do meet exactly 


the purpose for which it is 2. 
intended? 3, 
3. Is my work consistent? 
4, Is my work effective? 4. 


cu. f judgments or decisi 
(Answer if you are responsible 
for correctness of interpretations 
or for courses of action.) 
1, Are my suggestions, recommendations, 
interpretations and decisions 
accepted as sound? AUOS R a cei aber! eC 


ecis n ound, 
2. Do I foresee changes in conditions |, Dane decease hat are sound. 


or probable events and make my 
decisions accordingly? 2. 
3, Does my reasoning and analysis 3. 
follow an orderly sequence? 
4. Do I recognize and give proper 4. 
weight to the factors involved? 
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Effectiveness in presenting ideas or facts, 


(Answer if your job involves expression 


of facts or ideas, orally, in writing 
or by your artistic production. ) 


Do I create and hold interest? 

Do I choose the simplest 

means? 

Do I use emphasis sufficiently 

but not too much? 

Do I succeed in suggesting 

the desired conclusion? AUVUOSR 
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Industry. 11 
(Answer if you are responsible for applying your 
time, interest and energy to your work without 
close supervision.) 


1. Do I concentrate on my work? AUOSR 
2. Do I work steadily? 
3. Do I avoid visiting and goseip- I. 
ing with others? 2. 
4, Do I avoid taking care of per- 
sonal business during working 3. 
hours? 4. 
Rate of progress on OF letion 


assignments, 


?. Do I keep my work on a current basia? 
2. Do I meet schedules and deadlines? 


3, Do I keep the job moving? AUOS R pena eretind ates 
4, Is my rate of progress satisfactory? | thet ae a de erpebtaer er? 


Without forever being told. 


> uw 


Seae folks work fast, and others wrk slov, 
Bat ere you accurate? That's vhat you should knew. 


CY.) 
If you sometimes have more than you can 
Putting firet things first may pall you through. 


under continuing, workload where 


AnsWer,.if.you..work. on. a production basis 


production records are or could be kept.) 


1. Does my daily work output. compare - 
well with: the. average for my unit? 


2.- Does my monthly work output compare |. 


well with the, average for my unit? 


3. Is my work output even, over a 2. 
long period of :time? 3. 
4 Is my work ‘acceptable? a 
Ability to organize his work, — 
(Answer if you have to plan details 
of work for many activities with a 
minimum amount of supervision, ) 
1. .Am I orderly--putting firet 
things first? ~~ I 
2. Do lI give a proper PE OOTECIOn of 2. 
attention to each matter? 
3. Do I coordinate my work with 5. 
that of others? 4. 


4. DolI adjust my activities to 
circumstances and facilities? 


AUOS R 


A UOSR 
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Bffectiveness in meeting and dealing with others. 


Cooperativeness. A U OS R 


) 


(Answer if you personally contact others as a Ls 
representative of your office.) (For the public) 


In talking with others, do I 

have self-control, tact and AUOSR 
poise? 

Do I continually realize that I. 

my dealings with others affect 
their judgment of the agency in 
which I work? 

Am I careful of personal appear- 
ance and hygiene? 

Do I accomplish the desired 
objectives in dealing with people? 
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(Answer if you work with others in 
completing work for the good of the 
organization.) 

Do I work for the group's resvlts? 
Do I work unselfishly and gener- ; When working. arcuind with feleee’frignte and\Guiees 
ously, subordinating my personal 4. 2 Ai Redes aecn apne ie iors ie) = 
likes and dislikes? 2g gage loeanclice serestoei;" ce teak 

Do I offer my services to helpv others? 

Do I do the things I am told to do, 
at the time and in the way I am told 
to do them? 


Do you take the initiative, when you 
should not be told? 
If your anewer is "yes," thea you're 
as good as gold. 

sesee 
If you have several ways to ring the bell, 
Of you, the bees will certainly think well. 


Initiative, 


(Answer if you are responsible for knowing what needs 
to be done and have authority to go ahead and do it.) 


Do I make plans and carry them out 
without being specifically told to 

do so? 

Do I accept the responsibility for my 
actions? 

Do I handle emergencies effectively? 
In maintaining self confidence do I 
realize it does not benefit from 

self conceit? 


Resourcefulness, 


(Answer if you are responsible for 
solving problems, particularly new 
ones, where precedents or established 
methods are inadequate.) 

Do I have and use imagination and 
ingenuity in working out problems? 
Do I apply known principles or 
established methods to new uses? 

Do I make use of what is. available? 
Do I have fertility of ideas--when 
one will not work, can I. produce 
others? 
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Devendability. 
(Answer if your work is relied upon or 


the work of others would be seriously 
affected by your failure to follow a 
work schedule. ) 


1. Do I remember all the things I 
should do, and get them done 
without having to be reminded? 
2. Do I keep appointments, and carry 
out promises I have made? 
3. Do I know what information to give 
and when? 
4, AmI alert, loyal and honest? A UOS R 
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Are you honest and faithful and always around, 
Or do you slip off and go uptown? 

This girl is sleeping, a mess she is in. 

Mow honestly folks, ain't this a sin? 


le 
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Many a person hes had to weep 
Becmse he did not get enough sleep. 
It's not necessary to be hanfisome a bit, 


But you owe it to all of us to be physically fit. 


Physical fitness for the work, 


(Anewer if your work involves manual labor or 


physical alertness, as°in laborer positions. ) 


Do I have the physical strencth to 
do a full day's work? 


Am I able to do the lifting, carry- 


ing, pulling, or standing that my 
job requires? 
Am I alert? 


Do I keep myself in good physical 
condi tion? 
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TO GET YOUR ADJECTIVE SCORIKG 


No. of questions answered "A" ‘, Multiply by 5, and enter figure here 
it t i tt th § x t " 4 : u it Li 
i" " tt " on ‘ " Adieun " " i 
" tt " t" tigi fT etsy: i" sol at " " " 

"t ti] " i] tpt ‘A tt tt ss fl “1 iT] it 
Total (X)esnweruaen : ea Th GO ak erg 


Divice Total Y by Total X . This is your numerical scoring. 
Translate into adjective scoring as follows: 


"5° 495 Bxcellent and you're tops. Try to stay that way. 

"a" 4s Very Good. With a little thought and effort you can make it Excellent. 

"Zit ig Good. As you can see, there is room for improvement end we hope you'll 
go to the top. 

Hol is Fair. Get busy and improve your performance before March 3l. 

"1" 4s Unsatisfactory. BEWARE! You haven't long to stay in your job unless 
you follow suggestions above. 
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It is the resnonsibility of each supervisor to discuss 
individually with each employee under his supervision, 

the employee's record of work, rate of progress and manner 
of performance. This method promotes understanding. 


All efficiency ratings must be honest and fair. Thev are 
used, without prejudice, in determining periodic pay 
increases, grade promotions, reassignments and reduction- 
in-force procedures. Experience shows that when unbiased 
ratings are given both the employee and the government 
benefit. 


Your boss is now ready to discuss with you 

The job you are doing and how you came through. 

™ rate you correctly he will do his best; 

What the rating will be depends on how you've 
7 progressed. 

He will praise where deserved and criticize when 
e required, 
,Will analyze your problems and suggeet solutions 

if desired. 

If you have played the game honestly there 16 

no cause to fear 

For you will be playing the seme game year after 

year. 
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Now you've had your fun and it's time 
for serious thoughts. We hope the 
following questions end answers will 
be interesting to you. After you've 
reed them, if you have additionel 
questions, ask your supervisor. He 
knows the answers. 


Q. Should the employee be told “how 
he is doing?" 

A. Yes, deily where poseible, and, - 
by all.means, whenever an 
opportunity presents itself. 


"wo thoughts are uppermost in the minds 
of most employees. "How'm I doing?" 
"Don't overlook me in the shuffle." 
These basic thoughts show the need for 
what experts call RECOGNITION AND 
SECURITY. 


A, 


Qe 


Should the employee have an oppor- 
tunity to talk over his rating 

with his supervisor before he re- 
ceives the notice of his efficiency 
rating? 

Yes, the Rater is recuested to dis- 
cuss the rating with the employee 
before he submits the rating sheet 
to the Personnel Division. 


Should the Rater discuss with the 
employee the individual elements on 
the efficiency rating form? 

Yes. Moreover, he is urged to be 
frank and to explain things to the © 
employee because most serious 
grievances and avpeals originate 
through misunderstanding rather 
than through cisagreement. Help 
towards understanding is the 
essence of supervision. 


Qe 
A. 


Should the employee ask auestions? Q. What hanvens if the employee 
Yes, by all means. The employee disagrees with the Rater? 
should speak freely. A. He has, of course, the right to 


appeal, but it is suggested that 
he think over the situation, then 
return and talk the matter over 
with the Rater before he appeals. 


It is not difficult to fulfill the normal need of practically 
everyone to be SOMEONE; nor is it difficult to let each employee 
know exactly where he stands, how safe his job is, and what his 
chances are for the future. Raters and Reviewers, remember. are 
closest to the workers. 


A complete understanding between the Rater, the Reviewer, and 
the Employee is mtually beneficial to one another in the 
evaluation of all ratings. Through such an informal under- 
standing, all concerned will work together more efficiently 
and productively for the best interests of REA and the public. 
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This booklet has been planned, designed, and issued in 
connection with the Rural Electrification Administration 
Management Improvement and Manpower Utilization Program. 
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